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SAePS Vendor Training
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Background

2004 — 2007 E-Procurement Product Demonstrations

2007 — 2008 Request Identified requirement for
Project Management group for e-procurement and
Project Management put in place

2008 NIGP study recommended an e-procurement
system and centralized process

2009 RFI for E-Procurement
2010 Project Start
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Why SAePS?

Improve Efficiencies

Enhance Transparency

Ensure Consistency & Compliance
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Vendor Benefits

User friendly dashboard for vendors
Self administration to manage user access and information
Email notification of solicitations relevant to vendor

Electronic vendor response including modification,
withdrawal of bids, versioning of bids and confirmation of

bidder’s participation
Electronic catalogs—eliminates high-maintenance paper
catalogs

Increased data accuracy and visibility of invoice process for
vendors and COSA

Improved requisition-to-order cycle time
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Prime and Subcontractors

Vendors/Suppliers wishing to take advantage of the features and benefits
of the City of San Antonio procurement tool are required to complete the
electronic registration process

You are considered a “Procurement Supplier” if one of the
following conditions exists:

Your company will receive payments from the City of
San Antonio under a contract or purchase order

Your company will receive Request for Quotations,
Purchase Orders, or other Procurement documents

Your company is a construction contractor
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What do | need to get started?

Internet Access

m If you do not have Internet Access at your place of business, you can access
the Internet at a Public Library (note: There will be no one to assits with
vendor registration, please call vendor support (210-207-0118)

Adobe Reader

m If you do not have Adobe Reader, you can download a free copy from the City
of San Antonio website

Email address

If you do not have an email address you can create a free account using Yahoo,
Gmail, Hotmail

™ e
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To begin the registration process go to:

http://www.sanantonio.gov/Purchasing/saeps.aspx



http://www.sanantonio.gov/Purchasing/saeps.aspx

Supplier Registration Tutorial 1 of 8

Purchasing Home Procurement Central Services Facilities Services B ng Maintenance FAQ SAePSs

Vendor Registration ... - .
Doing Business L y G
FAQ'S .... . A

MNAICS Lookup .... 5 y @ ) :
MNIGP Lookup .... San Antonio ©Procurement System
vendor Training ....

Welcome to New Supplier Registration

Search Purchasing Every manufacturer, supplier, vendor and others wishing to do business with the City of San Antonio such as furnishing materials,
equipment, supplies and =services to the City, MUST FIRST register with the City wia the Central Wendor Registration [CWR]).
Registering allows you to receive emails regarding for NIGF Commodity Codes you hawve registered for bidding opportunities, submit
iJ a response to a sclicitation and receive a contract award or to receive payment from the City.

Electronic
Procurement

Start Tutorial )

An easier way to do
bu=siness with the city.

lltgI The City of San Antonio’s (COSA) Capital Improvements Management Services (CIMS) Department created a tailored
- - - listing of Construction, Architectural and Engineering (A/E) NIGP codes anticipated to be used for COSA capital
an Antonic €Procurement System z - = = . . .
improvement projects. Please reference these lists during your registration in SAePS.
(plesse click on the fogo Construction Prime Contractors and Subcontractors NIGP codes
to learn more )
Architectural and Engineering (A/E) NIGP codes

Contact Us Important Notice to Suppliers/Vendors:
Registrations will only be processed during regular City of San Antonio business hours.

E-Mail: Purchasing &
General Services

P.O. Box 839966
San Antonio, Texas
78283-3966

Phone: (210) 207-7260
FAX: (210) 207-7270

San Antonio €Procurement System



Supplier Registration Tutorial 2 of 8

Purchasing Home

Procurement

Central Services ies Services Building Maintenance FAQ ShAePs

Vendor Registration ...

Doing Business
FAQ'S ....

NAICS Lookup ....
NIGP Lookup ....

Vendor Training ....

Search Purchasing

v

Electronic
Procurement

An easier way to do
business with the city.

N - -
Fan Antoenie TProcurement System

(olease click on the logo
to fearn more )

Contact Us

E-Mail: Purchasing &
General Services

P.0O. Box 839966
San Antonio, Texas
78283-3966

Fhone: (210) 207-7260
Fax: (210) 207-7270

A ) e i ’
San Antonio ©Procurement System

Supplier Registration

Important Notice:

A walid E-mail addre=ss i= required. Failure to supply a valid E-mail addres=s will delay your registration and in some cases result in
remowal from the =y=stem. In order to assure you receive the City of San Antonio notifications we =suggest using a generic company
email or one accessible by more than one person.

Your registration status will be =ent to vour E-mail address upon successful completion of the =supplier registration process. If vou do
not receive an e-mail from us within 2 working days, make sure your e-mail address i= valid.

Either yvour Social Security Number (SSMN) or Employer Identification Number (EIN) issued by the IRS i=s REQUIRED for
registration. The information on the IRS WS tax form must match the information listed on the CWVR form as required by the
Internal Revenue Service.

To obtain an EIN number, go to the IRS Web =ite or contact by phone at 800-829-4933. Foreign address suppliers
{addresses outside the continental USA including the states of Alaska and Hawaii) should contact IRS at 215-516-6999.
The Comptroller's office takes a proactive approach in the prevention of identity theft and does not accept social
zecurity numbers for registration.

You will need to select which NIGF Commodity Codes yvou want to register yvour business under. ¥You may want to select multiple
MNIGPF Commodity Codes. To =ee a listing of the awvailable NIGF Commodity Codes, go to NIGF Lockup write down the MIGP
Commodity Codes. This is how you will receive the City of San Antonio scolicitations based on the NMIGP Commodity Codes wou
choose.

If you have questions regarding how to register please contact vendor help desk at (210)207-0118 after creating
the web account or send an email to vendors@sanantonio.gow

‘ <= Back

Next ==

San Antonio ©Procurement System



Supplier Registration Tutorial 3 of 8

Pre-Registration

Q Q Q Q Step 1 of 4

& Enter data for all * required fields

o Legal Marme of Company as listed with the IR=

o E-mail address: This email address will be used for the initial part of the vendor registration.
This email is not the email you will be receiving bid solicitations. Please refer to Step 3 for
more information

o Telephone Mumber

< Fax Mumber

= House Mumber {your business street number)

o Street Mame (your business street name)

o City, State and Postal Code

o =Select yvour Country from the drop down list

o Al other fields are optional

® After reading Privacy Statement click the checkbox "I certify that the information that I am supplying is true and
correct and that it is my obligation to notify City of San Antonio if any information changes”

& Click Submit

® Upon submission, the next screen will be an acknowledgerment that werifies your information has been submitted
successfully, vou will have completed the first step in becoming a supplierd+endor and vou may close your browser

' =< Back I,‘ Next >>

®

sal‘; Antonio ©Procurement Systém
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Supplier Registration Tutorial 4 of 8

City of San Antonio (Juestionnaire

¥ Q Q Q Q Step 2 of 4

The second step to becoming a registered supplierdvendor is:

® vou will receive a Questionnaire at the email provided during pre-registration (Step 1)
® Please click on the ermnbedded link listed on the ermail. vou may also copy and paste the link directly to vour browser

® vou must complete all required fields to proceed

Legal Company Marme: shown on your IRS tax form

Federal Tax ID: This is either your Ernployer Identification Murmber (EIN) or Social Security Murnber
(=ZSMN). vou will only be allowed to enter one. Mote: Your Employer ID Murnber (EIMN) is yvour tax ID
issued by the IRS. If vou do not know vour Employer ID, please contact vour company’s business office
or the IRS directly, The City of San Antonio cannot provide it to you,

O Select the *TYPE” of Tax ID Murmber you provided (i.e. EIM xx-xxxxxx or SSMN 0w -30m -0 )

® Remittance Address & Remittance Contact” The fields are optional; howewver, if you would like your payment mailed to
a different address form your initial registration, please provide this information

Hote: An email will be sent notifying you of approval or rejection {rejection may be due to your
information already being in our system). Please allow up to 24-48 hours for a response.
Suppliersf¥endors will only be created during business hours.

' << Back Next ==

S5an Antonio €Procurement System




Supplier Registration Tutorial 5 of 8

Create Administrative UUser

K Q Q (1 Q Step 3 of 4

Following the subriission of your company’s intitial registration, vou are ready to begin Step 3 of the registration process, Below are
the steps required to setup vour Administrative User Account, The administrative User maintains vour company profile {i.e. product
category data, contact information).

® To begin Step 3 of the Supplier”vendor registration process City of San antonio will send you two emails

o First ermail contains a one timme temporary user name also included will be a link
o Second email contains a one timme temporary password

o Please select the link included in the first emnail or cut and paste the link into vour browser, Please then
enter the temporary user name and password

m Important: vou will only hawve 15 minutes to create yvour administration profile before the system
times vou out, If the systerm times out prior to completing your inforonation, please contact SAP
Yendor Support at 210-Z07-0118 or by email at vendors@sanantonio.gow

® Tou must complete all required fields

o vour user name will be pre-populated

m Important: Print this screen as it contains your permanent User Mame (i.e. Yxxxxxxxx1 . This will
be required ta logon the SasPS Partal

o Zreate a password; howewer, this is a termmporary password which is case sensitive. The password must
be a minimur of & characters in length (containing 3 letters, 2 numbers, 1 uppercase letter and 1
lowercase letter)., Upon logging on to the SAeP= portal, you will enter this passwaord

o Select the Formofaddr

o Enter First Mame

> Enter Last MName

o Enter E-mail Address — In order to assure yvyou receive the City of San Antonio bid solicitation

notifications and correspondence we suggest using a generic company email or one

5an Antonio ©Procurement System
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Supplier Registration Tutorial 6 of 8

(O Select your Country

¢ Enter your telephone number

0 Enter your fax number

0 The |ast three fields can be [eft as the default (changing these fields is optional)
0 After reading the privacy select the checkbox

(& Select the Create button to finish the process of creating your SAePS Adrministrative user, The SAePS
Portal screen will be displayed, Please enter your user id (1.8, Vioooooee) and the password you
created and click log on, You will be prompted to create a new password

[ << Back ‘ Next >>

- |
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Supplier Registration Tutorial 7 of 8

Supplier Portal L.ogon

Q Q Q @ Step 4 of 4

® You are now logged onto the portal, please finalize yvour profile

o Under the home tab vendor can setup a security question and password. Important: The security
guestion must be created, as it will be required in the event you hawve forgotten vour password, you will
have the ability to click on the "Get Support” on the portal to reset the password

m Click on Portal Personalization

m Click on User Profile

m Click on Modify above the General Information tab

B Type in a security question {i1.e, what’s mv cat’'s name?)
B Answer your security answer {i.e. Garfield)

< Under the same yvou will be able to make changes to the Administrative contact information

o Yendor Informmation tab

o Vau will be required to update guestions pertaining to =mall Business Economic Developrment Advocacy
(SBEDAY

m JQuestions 1 - 13 are pre-populated. Information is gathered from the initial registration

m Question 14-18 and 32Za — 32j are pre-populated. Information is verified by the South Central
Texas Regional Certification Agency (SCTRCAY. If yvou are not registered with SCTRCA, the fields
will remain blank

m Please answer the remaining questions

m Click Save

®
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Supplier Registration Tutorial 8 of 8

& Spend Categories tab - Important: The NIGF Commodity Codes you select will determine the solicitation notices
vour company will receive via e-mail. vou may add or delete cormmuodities within your profile as frequently as you
desire. Yiew MIGP Lookup

o Click on Spend Categories under the detail navigation on the left hand side

o Tou will see Spend Categories Registered

= Click on the Add button

o Select the NIGP Commodity Codes closest to the actual product or service, which vou can prowide.

Mote: There is no limmit on the armount of commmmodities you may select.

& Overview tab

o Under this tab yvou will have the ability to view bid solicitations based on the comrmodities you selected.
Mote: If a solicitation has opened prior to your registration and cormmodity updates, you must contact
the buyer listed on the solicitation to be added to the list

® SRM User Settings

o SRM User Settings will allow for yvou to update and maintain vour profile
m Click on Home tab
B Click an SRM User Settings link on the main page

m Click aon Edit to change vour Contackt Person Data or Contact Data. Important: Wwhen making
changes to this section will reflect on how vou receive yvour bid solicitations. The email address
under the Contact Data tab is the email addres=s used for bid solicitations

B Click Save

(<<Back ESEEEREEISIIONT)

®
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Step 1. Vendor Pre-Reqistration Form 1 of 3

Welcome to the City of San Antonio's Yendor Registration Website
The following information is required to initiate the vendor registration process

* Required Entry
I Company Details [~

Mame of Company * | |

| D-U-N-3 Mumber

| English v/

| Language *
I Address Data [~

TE-MaiIAddress * ’—‘
Telephone * | | | Extension [ ]
Fay * | | | Extension [ ]
House Mumber * l:l p Street * |

Building | !
Floor [ ] | Room Mumber [ ]
| Postal Code * ] | city * |

| State ] | Country * |F'|ease thoose v|
[P0 Box | PO Box Postal Code
| PO Box City and State | | |POBoxCountty  |Pleasechoose v

SAYPS

San Antonio ©Procurement System
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Step 1: Vendor Pre-Registration Form 2 of 3

Data Privacy Statement

| nderstand that| am recehing avendor registraion number from the City of 3an Antonio. This number allows the Ciy of 3an Antonio to recognize me or my cormpany in e
financial sofware system. This number does not mean that| am an awarded vendor. To hecome an awarded vendar | must comply with all the Ciy of San Antonio policles
reardineg such. [fumher understand that my vendor registration number can be revoled at anytime I do notfollow il applcable City of San Antanio policies, related procedures
and all applicable federal and State faws. | further understand that 15 my responsibiltyto have knowledoe of all annlicable federal and State [aws and any changes that may
AT

[ certfythatthe infommation that | am supphing isrue and correctand thattis o obigation to mafifyCiyof 3an Antonio i any information changes

S| Dl i
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Step 1. Vendor Pre-Reqistration Form 3 of 3

Upon submission of your pre-registration, you will receive the following message.
You may close your browser at this time.

72 Confirmation - Windows Intemet Explorer

1K

@H A €  https:/fsupplerreqistration sanantonio,goregister (O LRZPTUYNA= = )imain htm \ % X

Fle Edit View Favortes Tods Help

-

X & ‘@Eunﬁrmatiun ‘_‘ NoR [ e ook - '

Thank you. You have just completed the first step to the City of San Antonio vendor registration process. & Questionnaire will be sent to the email address you specified.
Please complete all the required fields and submit for further processing. Failure to Submit the Questionnaire will result in your registration not being processed.

SAYPS
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lmportant:

At time of submission, there iIs approximately
15 minute delay to receive the City of San
Antonio Questionnaire (Step 2). If you do not
receive an email within the hour of submitting
Step 1, please contact the Vendor Support line
at 210-207-0118 or email
vendors@sanantonio.gov



mailto:vendors@sanantonio.gov
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Step 2: City of San Antonio Email Questionnaire

COSA Questionnaire - Message (Plain Text) t
! Fle Edit Wiew Insert Format  Tools  Actions  Help  Adobe POF
:  &Reply | LdiReply to Al | L Forward | (0| 3| ¥[S0 X |e -9 v N X

From: SaePS vendor Registration [ROSEsuUs . sanantonio.goyv] Sent:  Mon 3/7f2011 7:42 PM

To: Cynthia Gomez

CC

Subject:  COSA Questionnaire

'The City of San Antonio has receiwved ywour initial pre-registration information.
In order to continue with the registration process please click on the link below and complete the

gquestionnalre.

Upon completion of the gquestionnaire, you will receive two additional email neotifications with your
temporary User ID and temporary Password.

If you have any gquestions or need assistance please contact City of San Antonio Vendor Support at
210-207-0118 or email at wvendors@sanantonio.govw

Sincerely,

Click link or copy/paste to

Vendor Customer Support, City of San Antonio

Email: wvendors#sanantonio.gov web browser
Phone: 210-Z07-011%8
F

https://supplierregistration. sanantonio.gov/sap/be/bhsp/sap/uws formservice/pagel. htm?
uws application=RO8 QUESTIONMATRES&uws mode=MATNTATN&uws refgquid=4D745946FAESY4DEEEIOOO0DODADZ3ASAE Sap-

client=524&zap-language=EN

San Antonio ©Procurement System
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Step 2: City of San Antonio Questionnaire 1 of 2

COSA Questionnaire

Flease complete all required fields, verify all entries and submit the guestionnaire. Failure to provide the infarmation helow will delay your registration al
from the system. Upon submmsmn of the questmnnawe you will receive two emails, which will contain a termporary User (D and temparary passwaord.

[Required Fieid_|

Doing Business as (If different than ahove) |

For the Tax dentification Nurmber (TIN), this must match your Vendor Name on file with the IRS to avaid backup withhaolding. Please enter your Employ
helow. For individuals this may be your Social Security Number {SSN). This is NOT your Sales Tax Number nor is this your certification number.

a¥ ILrinrermation

Federal Tax D Required Field I

Type Please select EIN or 55N v

SAZPS

San Antonio el’rt'u:urenrlerli: System
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Step 2: City of San Antonio Questionnaire 2 of 2

The following fields are optional; however, if you would like your payment mailed to a
different address form your initial registration, please provide this information

Remittance

Remittance Address

cfao
Address:
City:
State:

Lip Code;
Country:

Remittance Contact

Contact Person:
Fhone:

Fax

Mohile:

Email Address:
Weh address:

Please click on Send Questionnaire and close () vour browser. (Flease click on Send once, this page will not display further instructions or a successf
Send IEﬁuestiunnaire|

o | 4 0 | I w |
oy . W ' » 1 e
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Important:

An emalil will be sent notifying you of
approval or rejection (rejection may be
due to your information already being
In our system). Please allow up to

48 hours for a response.
Suppliers/Vendors will only be created

. -
duri ng business hours.
A 470 Ea'.g I @r=
- A f—.! A Q e @
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Step 3: Email Notification User Name

Fram: SAePS Wendor Registration [ROS@sUs, sanantonio, goy ] Sent:  Mon 3/7/2011 2:10 PM
To: Cynthia Gormez
((f

Subject:  Cyndy Test Print Screens

bear dir/Madam,

We are pleased to welcome Cyndy Test Print Screens as a potential Wendor in the City of San Antonio WVendor
Fortal.

The temporary User ID|DBQC5214481 has been created for you. PFlease
note: this is only a one time User 1ID.

g TOg o oo
https://supplierregistration. sanantonic.gov/login @= soon as possikble using this temporary User ID.
THE SyoLEl WMIll QENEradceE 4 OoBE L0, WHLCI Wiltlt og our permanient User Name. This User Name will enakle Fiou

to participate in relevant Solicitations, update NIGP Commodity Codes, respond to additional City of San
Antonio gquestions, and will allow you to create security gquestions for password resets.

After creating and submitting your Administration User, please use the system generated User Name and the
password you created to access the City of San Antonio Vendor Portal by accessing the following link. It is

recommended that you create a Favorite/Bookmark for this web address for future use,

https://selfservice. sanantonio. gov.

Sincerely,

Vendor Customer Support, City of San Antonio
Email: wendors@sanantonio.gov
Phone: Z10-Z2070118

‘[. Yy We e B
S5an Antonio €Procurement System
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Step 3: Email Notification Password

From,  SAePS Yendor Registration [ROSEsus,sanartonio.gov] Sent: Mon 3/7/2011 .10 PM

To: Cynithia Gomez
o
Subject:  Cyndy Test Print Screens

Eelnw 13 your single use temporary password. You will be prompted to create a new password. Please note
you will only have 15 minutes to complete your administration profile before the system times out.
ghould you time out please contact 210-Z07-0118 for assistance.

Vour temporary pazaword for registration 1s
P37 5 Y

Thank You

Vendor Customer Support, City of #an Antonio
Ema1l: vendors@sanantonio.gov

Phone: 210-207-0118

\ o -
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Step 3: Create Administrative User 1 of 2

V= 7 |8 https:ffsupplirreqgistration. sanantonio.govflogin(bD b2 P TUykA = = )fuserlogin.htm

Fle Edit ‘iew Favorites Tools  Help
T

rﬁ'ﬂ‘

W & Self-Registration ‘ |

Hello! Before you star, ...
Flease enteryour user name and password to register

Temporary Username listed on the email

ser Mame

Temporary Password listed on the email

| Passwiord

San Antonio ©Procurement System
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Important: Print this screen as it contains your
permanent User Name (I.e. VXXXXXXXX).
This will be required to logon the SAePS Portal

Hello! Befare yvou start, ...

You will be created as an administratar far vour company with the fallowing redistration
Frerequisite for this is that vour company has been registered with us

Fields indicated with a * must be filled

ELJser Mame W100003387

*FPassword Password must be a minimum of 8 characters in length

(containing 3 letters, 2 numbers, 1 uppercase letter and 1
lowercase letter)

*Zonfirim Password |

*FormoOfAaddr Selec.. |

*First Mame | |

—

*Last Mame | |

. In order to ensure you receive the City of San Antonio bid solicitation notifications and
=S +— - . - -
E-Mail Address | correspondence we suggest using a generic company email or one accessible by more
. han one person
*Country | Afghanistan [=] fhan one perso
Language |English Rd

Telephone | |

Fax | |

Zompany Department | |

Date Format [ MDD |~
Decimal Farmat [12,345,657.90 ||
Time Zone |CentraITime (Dallas) |*-'|

San Antonio ©Procurement System
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Step 3: Create Administrative User 1 of 2

| Undratand that | am recehing a permanent SkePS User Name from the Clty of San Antonio to access the Cltys BAePS Poral. This accountwil enable my business to parcipate |
soliotafions posted by e Gty of San Antonia. | futher understand that 4 oy respansiolityto maintain oy user profle, and access can be revobed &t any e £ 8o notfollow
annlca IeC|h;|JSanAntunmPnl| (s, telated procedures and 8l applicanle federal and state (aws.

i certtatthe Information that | am suphing 1 e and comct and tat s my obliation o natiy CAy of San Antonia fany information thanges.

sal‘; Antonio ©Procurement Systérn



Step 4: Supplier Portal Logon

SAZPS

San Antonio ®Procurement System

UseriD* | Enter permanent username (VXXXXXXX)

FPassword *

Enter password created in Step 3

Supplier Logon Problems? Get Support

Access to this system is limited to authorized users only. Unauthorized access to the system, the unautharized
use of an account, ar the unauthaorized use of a password are criminal offenses under Section 33 .02 Texas Penal

Code.

SAYPS

San Antonio ©Procurement System
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Step 4: Supplier Portal Logon Password Change

San Antonio CProcurement System

B rPassword has expired

Change Password

Llser D

Old Passwword = | Enter Password created in Step 3

MNevww Password =

Generate new password for SAePS Portal

Canfirmm Password =

Il Change II —ancel

SAZPS

San Antonio €Procur ement System
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Step 4: Supplier Portal Logon Home Page

Bidder

Home | Cweriew | ‘Yendorinformation | Spend Categor

SRM User Settings | History, =]
[4]¥] {
‘ Detailed Navigation

+ 3 Personalization
« SRM User Settings
k[ Fortal Personalization

E % SRM User Settings

Portal Favorites Ji[a]

SAYPS
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Step 4: SRM User Profile Security Question

S | History, Back 5]
B o )
| Dotaled Navigaton = EIF

* [0 Personalizaban
=1y L HE ¥ 1Y

Contat Information | Additional Information | User Magping for System Access EI:::
Logan I V10001 255
Last Name: Tasd
Firsl Maime; Tes
E-Mail Addrass femiinbs QR Bnanianic aoy
Farm of Addross
Language
Mctrvat Abcaasibility Foaturs: |
Becunty Policy Dafauit

SAZPS
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Important: The security question must be created, as it will be required in the event
you have forgotten your password, you will have the ability to click on the “Get
Support” on the portal to reset the password

Home | Overview | Vendod Informalion | Spend Calegoties
U=er Profile

LLTEN x|
Datailed Hirdgation

=3 Parsonalgalan

User Profile
SRM Lsar Bemings

[Saee | Cancet]
=1 Partal Parsonalization
= L=er Prafile

| History, Baik
E=lC
Ganersl nformaban otk Infodrmsalicn Addiional Information User Mapping for Sysiem Access E'_'
-
| PortatFavontes =iol Oid Password
Defing Password
ot P as e |
B ecurity Question: * Whal's my cals name Password must be a minimum of 8 characters in length
B ccurtty Answer: * e (containing 3 letters, 2 numbers, 1 uppercase letter and 1
lowercase letter)
Lasi Mamea Tesd
Firg Mame 'i"E"S.-1
EManil Addriss Cyniinia HDNE‘E@SEH?HI
Fanm of Asdress
Language
Acireabs AccesEibility Faature

SAZPS
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Step 4: Small Business Economic Development
Advocacy (SBEDA) Questionnaire 1 of 6

Questions 1 — 13 are pre-populated. Information is gathered from the initial registration

) ‘ Hedp | Log ofl E-!‘:'
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Step 4. Small Business Economic Development
Advocacy (SBEDA) Questionnaire 2 of 6

Question 14-18 and 32a — 32j are pre-populated. Information is verified by the South
Central Texas Regional Certification Agency (SCTRCA). If you are not registered with
SCTRCA, the fields will remain blank




Step 4: Small Business Economic Development
Advocacy (SBEDA) Questionnaire 3 of 6

Please answer the remaining questions

189, Texas Complirollers Taxpayer Mumber (TR or TIDY, If applicable:

20. Business Structure:

20a. IndividualiSaole Proprietorship: 7 Mo O Yes
Z0b_Ir 20a"is yas, list Assumed Mame, il amy:

20c. Assumed Mame 1:

200d Assumed Mame 2

20.e Assumed Mame 32:

20rAssumed Narme &4:

20.g Assurmed Mame 5:°

20h. Partnership: Mo O Wes
200, Corporation: COiNe O Yes
20j. 200" is yes, select one: For-Fraofit, Monprofit: |

Z0k. IT 201" is yves, select one: Domestic, Foreign: |

201. Other: CiNo T Yes
20, W 200 is yes, list business structure:

21. Ownership: Does Respondent anticipate any meargers, transfar or organization:

ownership, management reorganization, or organization ownership, management:

recorganization, or departure of key personnel within the next 12 months?: Mo i ¥as

22, Areyou authorized andfor licensed 1o do business in Texas?: L i wes

IF"%FS" list anthnriratinns Flicensas ormvide list
Z22a. List1:

22b. List 2:
22c. List 3
22d. List 4:
Z7e. List5-

=

| [ ®
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Step 4: Small Business Economic Development
Advocacy (SBEDA) Questionnaire 4 of 6

Please answer the remaining questions

23, List arms other names under which Yendor has operated ssithin the last 10 years.
23a. Mame 1:

232b. Name 2Z:

23c. Mame 3:

Z23d. Marmme 4:

Z23e. Mame 5

2317 Namea 6

Z23g. MName 7:

23h. Manme 8:

23i. Narmea 9:

Z23j. Name 10:

24 vVendors Legal Contract Sianatorny Title: *

ZT4a. Date: Last updated by supplier: @
25, Indrsidual Contact Information:

List the ane parson who the City may contact concarming your proposal or

sefting dates for meetings.

Z25a. Marme: *

25b. Telephone Mo: ™

25¢c. Fax Mo

Z25d. Emailz =

26. Headguarter Physical Location

26a. Address: ™

ZED. City: *
ZEC. State: ™

ZEd. Zip Code: ™

\ I

i & We e B i
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Step 4: Small Business Economic Development
Advocacy (SBEDA) Questionnaire 5 of 6

Please answer the remaining questions

a

Zae. Telephones Mo, (Area Code): ™
26f. Date established:: * 00.00.0000 [
26q0. Total number of part-timea and full-time employvees, company-wida: =

27 5AMSA Physical Location: San Antonio Metropolitan Statistical Area (SARMSA)

is defined as: Atascosa, Bandera, Bexar, Comal, Guadalupe, Kendall, Medina

and Wilson counties. Wendors with multiple SAMSA offices only need to enter

one address.

27 a. s the Headguarter located in the SAMSAT: Mo Yes
28. SAMSA Physical Location:

28a. Ifthe vendor is not Headguartered in the SAMESA, does the vendor have any:

office(s) in the SAMSA? If"Yes™ respond 28b through 28g. IT"MNo" skip to 29: Mo T YWes
28b. Addrass: ™

28c. City: ™

28d. State: *

28e. Zip Code: *
28f. State the number of part-timme, full-tinmme and contract emplovees in the SAMSA:
office(s):

Z8g. Date SAMSA offices(s) established: 00.00.0000 [F5
29, Debarment [/ Suspension Information
29a. Has vendor or any of its principals been debarred or suspended from contracting:

T ¥ A 1 e Y

.

> ‘ﬁ\ .
@ ‘“Jii‘:'

San Antonio ©Procurement System

>

_d




Step 4: Small Business Economic Development
Advocacy (SBEDA) Questionnaire 6 of 6

Please answer the remaining questions

29b . ldentify thie public entity and the narme and current phone nurnbear of a:°

representative of thie public entity familiar with the debarrreent or

suspension, and state the reason for or circumstances surrounding the:

debarment or suspension, including but not limited o the period of time:

Tfor such debarment or suspeNSiON.:

0. Surety Inforrmatborm

3I0a. Has the vendor ever had a bond or surety canceled or forfeited?: e CoiNes
3I0b. State the name of the bonding company, date, amount of bond and reason for:

such cancellation or foreiture_:

F1. Bankruptcy Information

31 a. Has the vendor ever been declared bankrupt or filed for protection from creditors:

under state or federal proceedings?: e LiNes
FI1 b, State the date, court, jurisdiction, cause number, armount of liakbilities:

and amount of assels.:

Small Business Economic Development Advocacy Program - Please wisit

VRARAS. s anantonio.gowviedd / SmallBusinessBSBEDA Tor more inflormation.

F2. Are you certified with the South Cenfral Texas Regional Cerification Agency?:

Pleasa visit wiwiw, SCcinc &, 0ng for more information.: (i fa] O es

32k Wyou are HUBZone certified, please indicate certification nurmiber:
I3, Ay informeaation capturad in this registrny will not preciude the registrant oo
responding to COSA solicitations.

By clicking Sawe you affirrm that the inTorrmation provided (s frue and cormpleted by
an indvidual authorized o do business for the vendor. Yendor is reqguired o
update praofile within 72 hours of any changes, Wendor is reguiraed to update @y
changes to the profile and confirrm interest in pemorming work for the City annualby

[save ]

To delete detaills, usa this Button

Delate

SAZP
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Step 4: Spend Categories

https://webapps.sanantonio.qov/NIGPCodes/

Important: The NIGP Commodity Codes you select will determine the
solicitation notices your company will receive via e-mail. You may add or delete
commaodities within your profile as frequently as you desire. View NIGP Lookup

o tst ot S \ oo e =AM

| Bearth | Ageanced Saaich -SaﬁaEh Agugnoad Eaareh

Hame | Ovensew | Vendor infosmabon | Spend Cabepories

Homa | Owveriew | Yendor Information | Spend Cotegores

“Spand Categortes Spend Categaries
1] — 4 EugRE: -
| Detaiod Navigation = | petaiied Hadgation = :
=03 Spand Calegores !:{a: Spond Categories Ragistered 'Dmﬁﬂﬂﬂls ::| Availabile Spetd Calegories
« Spond Calagories | i CHtouiitn
el e —
05504 AR CONDITIONERS & P
05505 ANTI-THEFTISEC AUTD
05500 AUTO ACCESSORIES
05506 AUTOTOR CARRIER
GEO06 KAES TRALEREETR
05506 BELTS, BAFETY, & CHI
05510 BRAKE ADJUSTERS
D511 BLIG SCREENEHIEL VEH

g Back to Main Scraen |
0 Add Spend Calegory, Fress s Bution T M A e e

3 Asd

obe: To Sedact mullipha rows, lold dovwm Shil key
o de-sabict, hodd down Clil ke and click iow you wasl 1o sxchida

T S ATPS
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https://webapps.sanantonio.gov/NIGPCodes/
https://webapps.sanantonio.gov/NIGPCodes/

You have successfully completed
all four steps of the vendor
registration process

SAZPS
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Responding to a Solicitation

Important

Under the Overview tab you will have the ability to view bid solicitations
based on the commodities you selected

If a solicitation has opened prior to your registration and your commodity
updates, you must contact the buyer listed on the solicitation to be added
to the list

No submission will be allowed after the deadline has passed or time has
expired
Vendor may make changes to bids prior to deadline

Please do not submit bids via both methods electronic and paper. The City
of San Antonio will accept paper bids only through September 30, 2011.

SRR A | I o
L Y " A W A .
- r..:{- - - - 4
e 4 W :
ty Y [
e N =

N W B LT
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Notification of a solicitation via-emalil

RFx 6100000306

o BUYERS BUYERS add to contacts

To scotsherman@hotmail.com

to the following BFEx:

o

Clasing date for
Submission

into your supplier account on our website to find complete information about

We would be pleased to receive an RFx response from you.

SAYPS

San Antonio ©Procurement System



SAePS Portal Logon

SAZPS

San Antonio ®Procurement System

UseriD* | Enter permanent username (VXXXXXXX)

FPassword *

Enter password created in Step 4

Supplier Logon Problems? Get Support

Access to this system is limited to authorized users only. Unauthorized access to the system, the unautharized
use of an account, ar the unauthaorized use of a password are criminal offenses under Section 33 .02 Texas Penal

Code.

SAYPS
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Bidder tab
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Create Response

e e —— e

Home | Oweneew | ¥
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¥
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eRFxs - Al
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Create Response

- Create RFx Response

RFx Response llumber 7000000120 RFxllumiber E100000111
RFs Redponds Veraion Number ActveVemen P Version llumber 2

[Sutmt ] [ Smow Uy Tasia | [Cese | | [Heaa Ony ] [PrtPrevew | | [Eneck ] Save ] [Expon ] oot [ Questons And Anwwrers (][ System nfrmaton | [ Create Memary Snagahot|

RFx Owner SOCONT_ADMY Total Valug 000 UsD

Stafus | Precess Submission Deadline 03072000 113000 CET  Opening Date OMITZON1113000CST  Remaining Time 0 Days 004028

A miormaten tes 0 Alachmanty | Summary . Tracing
¥ tan Ot W
( etadn [ e . | s S J{f Cooy f Paste | meite || Cacunte Vooe | Fier Expand ol Colapes &) Hide Outies Satings
Produss Cotbgory  Produst Caegery Descrplies  RequredQunity Submites Quanity Ust Piee Cumnsy reelp DebryOain  TollVaue RFx ) Respenss ) RFIIWHIIIW Iniatal b lusbar
1 GnbuiLE fba fig ug 1

Ligli=ber  Descrplion wnType sl
s 10600 E& 000 USD

o @oup  Bost Pl ne BLOOD PRESEURE A BL0

Total Valus | 000 | 050

\fg b - 1 L* 2.,
L s’

=
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RFXx Response Overview

§tatus hProcess Submission Deadling 03077011 112000037 Opening Date 0347211 113180 C5T

Value 1500000050 RfxResponse Version Number actveVerson  RFx Version lumber I

Gkt || Snow My Tania || Cione | | [ Rend Doy || Prot Prwwwr | | [ Eneck || Save | [ Exgert || imgon ][ 8

Asg aniwirs (0] | | Syseen mhormaton || Crante Nesory Sauanhat |

/m fers | Notes and Altactmenty | Summary | Trackng |

Remaining Time 0Days 000748 RFu Cwmer SCONT_ADMI

Basic Data | Gutstons | Notes wod Atachments | Fayment

Evieni Parameters
Currency. | Linied Sasten Dolar

W Fariners and Debvery nformation
!-.-F'I . -'r'"":-".:.lI i -: Cigdr |

3

Funeten Hurmer
|v Geods Reciien!

+ ShigaTo Address

It Locatan

Pricing Arrangement
Sarvice and Delivery
Fricng Arrangament

Status and Satistics

Ereated on: VT 18400 £ET
Created by Ur, 1000025 Bader

Lt Frocesaes on AOTE0NN 104036 C5T
Leat Processes by Ur, 1000034 Bader

liare

JEFIE BlalHE
(h5a

Ciy of San Apdoni

San Antonio ©Procurement System
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Enter Price

Create RFx Response 5
|

R Reaponie humber 1000000120 RAFkMumber G100000111  Suatus WPocess  Submisaion Deadling DLOTQON 1M2000CST  Opening Date DOCTQUN 1LINC0CST  Remdining Time (Dayk 004026 AP Owmer SOCONT_ADN1  Toul Value 0.00 U3D
Rfx Responsa Version lumber achveVersiat  Rfx Version liumber

(bt ][ Show iy Tania |[Ciene | | [Rowg Ooy ] [PrniProview | | [ Check | Save | Excent | [imoon | [ Custons and answers ()] [ System mfeematon [ Crome Wemory Seaoanot |

AP nformaton ‘m Notes bog ktacherts | Surmary | Trackng

¥ ham Ovrvew E
Dotais | A b, | s Suvie [\ Caoy | Paste | Dele || Calcunte Vb Fater Eapand ol Colapas A1 His Dutines Sefing
Lnehumter  Descrgten WaTyse PeacD  FroductColegery  Product Caegory Dbscriton  Rsured Quastly  Submitd Cunntty  Unt e Froefer Dehwrylae  TowVake RxfRessonse § R/ Resoonse B) biealbom uneer

I~ e BLOCD PRESSURE  BLO 10000 0 I T T T T 1 1

|
{
|
|
|
:
|
TolalVaive | 000 | U3
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Review Notes and Attachments for additional
Information

Greate Afx Aesponse Histary, Dact L

Create RFx Response

RFx Reaponss flumber TH00G0120  Mfalhimber G1DO0O1YY  Sualua mPrecess  Subsmission Deacling EMOTR0T 113000 CET  OpeningDate S2OTZ0VI1I1ARCET  Remalning Time O0ma 001l AFxCwher SSCONT_ADUI
Total Value 1550000050 ffx Response Version llumber Actie Verson  APx Version liumber 2

( Sutmi || Show My Tasks [feaa Oy PP | | [Check] [Save ] pan] e Guestons At Amwers (2] [ System normaton | Creae Hemery Sapana]

MMmim,"

¥ it
M Faer Setns

aapgeed e LR To e
el W Pt :“ Sobattn st manuacres o ey  cce..

¥ Alnchmeny E|
. rglen | Versceng ; | Ceits | Crese Quaifcaton Fote | fiter Setnps
Adgea T Laegery Dncriee Fis o Vi ProceIi Cractad Qul Tiet Sizo (KB) Ehangh By Charged O

(1] et does et contan ary i
SAZPS
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Respond to RFx Question(s)

Create Afx Besponse

| Create RFx Response

RFx Response luember TO00C02120 AFx Humbar £100000111

Stitus I Proceds Subemission Doadline CROT200T 112800 5T Openang Date SROT2011 113000 05T Remaining Tima © Days 00 2011

Totsl Vabue 15 80000 vsd Rfx Response Version llumber Actve Verson Afx Version lember 2

[Submi | [ Show Wy Tasks | [ Read onky | [Pt Frevee |

[Check] [Save ] [Expert | [impert | [ Guestons &nd Answers (0 ) | [ Sysiem information | [ Creats Memery Snagshot |

-i Lo I Miobes and ATiachments II Summary { Trackng

RFx Ownar SOCONT_aDunt

History,; ¢

s your faclity located within a 10 mée radius of the Besar County Line®

Reply
“Wes O No (Mo FResly

[Subma | [ Show iy Tasis | [ Cose

San Antonio ©Procurement System



“Check” for response errors

Create RFx Aesponse History,

| Create RFx Response Helg

RFx Aesponse Bumber THOG0C2120 AFx liumbsor 2100000111 Smatus N Process Submissicn Deadline GROTQ0TT 113000 5T Opening Date CROTA0T1 113000 CBT Remaining Time D Days 0037 48 RFx Owner SCCONT_apuli
Total Vahee 15.500.00 USD RFx Response Version lumber &ctve Version Rfx Version lumber 2

L

rﬁ RFx responss & compiets BNG COMBNG NO BITOMS

[Submt | [Snow My Tawes | [Cose | | [Resc Gnly | [Frnt Freview |

Iimrix:m!'l ot | (G &nd Annwers (0 ] [ Sysem miormaton | [ Crests Hemery Snacenot |

w Bom Dverview i
Agd New = | [ oy [ Fas | | [ Calcuate Vake | Figer Expand i Colspas Al Hise Outines Setings
Line Humiser Descrigiion: Been Type Produd] Product Calegory  Preduct Calegery Desoriplion  Asquired Coantly  Submiied Quantly Uai Price Cumrency Prce Per  Deldvery Dabe Tolal Valse R Responss “ N’::IRQI“M-.Q irdernal Eem Humber

|+ GJooeip  Blesd Pressure Meter  Lateral 4351 BLOCD PAESSURE & BLO 100.00 e EA 1BO0Y  USD 1 On03INLE0N 1RIGGE0 DO g 1

Total Value 18.500.00 [1}1:]

[ Bubmit | [ Show iy Tasks | [ Cose [ Fead @iy | [ Brit Preview | | [Check ] [ Save | [ Expon | [mpent | [ Guestions &nd Snswers (0 ) | [ System nformation | [ Srests Mamany Snagahat |

=

> - e ]
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Submit Question(s) regarding RFx

Create RFx Response

Hiwiory, Bs . E:
Create RFx Response

RFz Responas Number TOO0COD120 RFx Humber £100000111 Status I Procasd Submidsicn Deadling CROTO011 113000 C5T Opening Dete CLU7T2011 113000 C5T Rermaining Time O Days 00 3208

BFx Owrer SOCONT_ADu
Totsl Vabue 15.90C 00 UED AFx Rosponsa Version llumber  Scbee Vieaan Afz Version Bumber 2

[Bubme] [Enow iy Tasks | [Cose | | [Fead Ony | [Erntreview ] | [Eheck] [Save | [Exzer] [ 5siem inormaton | [ Creste Wemary Snazenot |

v 6 Bers | Hotes wnd AZiachments | Summary '| Trackng
|— | Cuest | Hoiew e | Py
Cupesthon Reply Comment
i your faciey locaied wishin a 10 miln ragius of the Bexar County Line & wes T No T Mo Feply
Questions And Answers E u
[+ Disghsry Tene Stampss
Timestamp ‘Sender M=ssage
4 u

Sutmk | [Show Wy Tasks | [ Cose | | [Read Gniy | [Pt Prevew | | [Eheck | [Save | [Exsor | [pe | [ Gusstons &nd answers (0 ) | | System nformabon | | Cresis Memery Snacshot
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Submit RFx Response

| Create RFx Response

RFx Reaponas Member THO0OC2120 RFx liirnbar 8100000171 Status N Process Subdmidsion Deadline COT2017 11:30:00 C5T Opening Datle SROTR011 11:20:00 C57

Total Valwe 1550000 U5D AFx Response Version llumber Actve Verson AFx Version llumber 2

[Enow iy Tasks | [ Ciose Read onty | [ Pt Freview [heck ] [ Save | [Expert | [mpert | [ Questons Ana Answers (0 | [ System informaton | [ Create iemory Snaganot |

L | Fabes and Atlachments | Summary i| Trackng

Remaining Teme © Days 003133 RFx Qwnar SOCONT_aDui

|_|-un-h1r tes | licten and Aftacheents | Payment

Event Paramators Priging Arrangarman]
Currency: |Unded Siales Dolar Service and Delivery
Pricng Antangesent

Status and Statistics

Created on QMOT2017 10:45:38 CET
Created by, Ur, $00003E Bdger
Last Processed on S3OTA011 10:45:38 C5T
Last Processnd by Mir. 1000038 Bidcer
Rumtes Name
| = Gooos Recpent JESSE BiaCHE
il - Ship.To Address COSa
i = Lecaton Ciy &1 S8 Antaais

Submit || Show iy Tasks || Ciose Rmad Oniy | | Print Preview | Check | [ Save | [ Expen

[irpet] [ Guestons &nd Anwwers (0} | [Sysem nformaton | [ Create Bemary Snacahot |
iy A ® @
tonio ©Procurement System
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Display Message of RFx Submission

| Display Response : 7000000120

Hei
RFx Redponse Nember TOOCOOD120 RFx Numisor 2100000111 Sratus S, QNOTCTT 103000 C5T Opaning Date 02072011 103100 CET Remaining Tima 0 Days 002220 Rfx Owner SOCONT_ADUY
Total Valwe 1550000 USD Afx Response Version lumber &ctve WVersion Afx Version Bember 2
- -
&fx response TOD00G0120 submited
Rfx response & complete and cenlaing no ermors
Mamery Sakzahat |
| Basic Dain | Owesices | lotes and | Paymeni
Event Parametars Pricing Arrangement
Curmgengy:  (Unied Simies Dodar Service and Delivery
Pricing Arrangement
Status and Sististics
Creaied on BAOTE0N 10:4508 CET
Crested by Mr, 1000025 Bidder
Last Processed on OAOTZON1 10:45.35 CET
Last Processed by ur. 1000028 Bidder
¥ Fasiners and Debvery nformation Cl
stadn || Senc E-Mad || Cal || Ciea ===
Functon Hurmkes Nams Prione Humber
|« Geods Recpent JESSE BIACHE
! * SHp-Te Address (=22 555-555-8555
_| = Locaton Cey of San Antenin

& - =
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Response Status Updated

KT I --uw Bk i [E]
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bew|[Stavaws vew] %] | Crowe iesginas | | Dagiay Even | Gapay Reszomse | | redPreve, | | Rebean | Export Fher Setnga
B Eetethiumesr Evend Descrotea Event Type Event Staus Siut e E£nd Date Ressonne Numesr RESDONIE SHE Event Versan Bespanas Versan Odk -
A [ P - Horse Traler nvitaton for b Publahed ke iR TROCaa0410 ACoeaoed i i ]
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ALl HOASE TRALER SUNDOWNER SUNLIGHT 777 Iviaion for bid Puiighad pzmam 1000060084 Lpoesied 1 1 [
ZC_BUVERT 0112011 100220 nyiston for bid Puiahed oM Tgoooe00Te Submized 1 1 ]
20 _BUYER] 01282011 1h4T b8 Invitaton fer bid Puiahad i P e iR TROCHGGaTE Regecied i i ]
Z0_BUVERT B1272011 Di4ick et b B Basihad oaren Ta0can00as Submines 1 1 ]
Lot 22 _BUVERI D18R011 1348 Flateh B 5 Bkiahed LT Thsaaaets Submisig H 1 ;
g Z0_BUYERY DIZAR01T 141NT nviainn b bg Pokighsd QR IE00000080 SubmEsd i 1 =
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Thank You
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